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LEGISLATOR DATABASE

1. INTRODUCTION

Often employees of the Connecticut General Assembly (CGA) need to create

mailings to be sent to every Legislator or to a specific group of Legislators. To
facilitate this process, Information Technology Services (ITS) has created and
maintains an Access database named LegislatorDatabase.mdb.

This database contains a table (named LegislatorTable) and multiple queries and
reports. To access this database, go to the CGA home page and select Session
Information. The Legislator Database is under the Legislative Information
Download section of the page.




A*a. LEGISLATOR DATABASE

2. LIST OF QUERIES

A query is a database tool used to search and display information that meets
your specific criteria. The information retrieved from the query can be saved as a
"QRY" object in the database.

Some of the queries in the LegislatorDatabase are:

Access Query Names:

Access Query Names:

Committees: Caucuses:

QRYAging QRYDemocratRepresentatives
QRYAppropriations QRYDemocratSenators
QRYBanks QRYHouseDemocraticMembers
QRYChildren QRYHouseRepublicanMembers
QRYCommerce QRYRepublicanRepresentatives
QRYEducation QRYRepublicanSenators
QRYEnergy QRYSenateDemocraticMembers
QRYExXNoms QRYSenateRepublicanMembers
QRYFinance

QRYGAE Access Query Names:

QRYGeneralLaw

Legislature:

QRYHigherEducation

QRYAlphaHouse

QRYHousing

QRYAlphaSenate

QRYHumanServices

QRYEmail

QRYInsurance

QRYEmailandURL

QRYInternship

QRYFemaleAlpha

QRYJudiciary

QRYFemaleAlphabyDistrict

QRYLabor

QRYHouse

QRYLegislativeManagement

QRYHouseMembersAlphabetical

QRYP&D

QRYHouseMembersNumerical

QRYProgramReview

QRYLeadershipTitles

QRYPublicHealth

QRYLegAlphaRoom

QRYPublicSafety

QRYLegAlphaRoomPhone

QRYRegReview QRYMale
QRYTransportation QRYMalebyDistrict
QRYVeteransAffairs QRYNumHouse
QRYCommitteeChairs QRYNumSenate
QRYRankingMembers QRYRepresentatives
QRYViceChairs QRYSenate

QRYSenateMembersAlphabetical

QRYSenateMembersNumerical

QRYPrison
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3. FIELDS

Each of the queries contains some of the following fields of information. An
example or description of the text in each field is included after the name of each
field.

dist (e.g., 002 for district number)

office code (e.g., S for Senate or H for House)

district number (e.g., 2nd

designator code (e.g., N for Newly Elected, R for Reelected, F for
Former)

first name (e.qg., Eric)

middle initial (e.g., D.)

last name (e.g., Coleman)

suffix (e.g., Jr., Sr., I, etc.)

commonly used name (e.g., Eric)

home street address (e.g., 77 Wintonberry Avenue)

home city (e.g., Bloomfield)

home state (e.g., CT)

home zip code (e.g., 06002)

home phone (e.g., 860-527-9682)

capitol street address (e.g., Legislative Office Building)

capitol city (e.g., Hartford, CT 06106-1591)

capitol phone (e.g., 860-240-0366)

room (This field contains only the word, Room.)

room number (e.g., 2500)

committees chaired (e.g., Judiciary, etc.)

committees vice chaired (e.g., Human Services, etc.)

ranking member (e.g., Public Safety, etc.)

committee memberships (e.g., Judiciary (Chair); Human Services
(Vice Chair); Program Review and Investigations, etc.)
senator/representative (e.g., Senator or Representative)

party (e.g., Democrat or Republican)

leadership title (e.g., Deputy President Pro Tempore)

gender (e.g., male or female)

business phone (This field may contain a business phone number.)
email (This field contains the Legislator's e-mail address.)

fax (This field may contain a fax number.)

prison (This field indicates a prison is located in the Legislator's district.)
URL (This field contains the Legislator's Website address.)
committee codes (This field contains the committee membership codes.)

O O O O

0 0O O o 0o OO0 0O o 0 o0 o o o o o o o

O O O 0O 0O 0o 0o O O o

The LegislatorTable contains all of these fields for use in creating new queries.




A—a. LEGISLATOR DATABASE

4. QUERY DESCRIPTIONS

The following are descriptions of the information retrieved from some of the
gueries. To view the results of a query, select the QRY name.

Queries for Committees

You can select queries for each committee to display the Members for that
Committee.

Select this query: QRYAppropriations
To display the records for: Appropriations Committee Members

You can select queries for the Committee Chairs, and Vice Chairs, and Ranking
Members.

Select this query: QRYCommitteeChairs
To display the records for: Committee Chairs

Select this query: QRYViceChairs
To display the records for: Committee Vice Chairs

Select this query: QRYRankingMembers
To display the records for: Ranking Members
Queries for Caucus

You can select queries for the House and Senate to display the Members by
Party.

Select this query: QRYHouseDemocraticMembers
To display the records for: Democratic Representatives

Select this query: QRYHouseRepublicanMembers
To display the records for: Republican Representatives

Select this query: QRYSenateDemocraticMembers
To display the records for: Democratic Senators

Select this query: QRYSenateRepublicanMembers
To display the records for: Republican Senators



Queries for Legislature
You can select the queries for either or both Chambers.

Select this query: QRYAlphaHouse
To display the records for: Representatives sorted alphabetically by Last
Name

Select this query: QRYAlphaSenate
To display the records for: Senators sorted alphabetically by Last Name

Select this query: QRYEmail
To display the records for: Legislators with E-mail Address

Select this query: QRYEmailandURL
To display the records for: Legislators with E-mail Address and Web Address

Select this query: QRYLegAlphaRoomPhone
To display the records for: Legislators and Capitol/Legislative Office Building
Room Number, Phone

Select this query: QRYLeadershipTitles
To display the records for: Legislators with Leadership Titles

Select this query: QRYNumHouse
To display the records for: Representatives sorted by District

Select this query: QRYNumSenate
To display the records for: Senators sorted by District

Select this query: QRYPrison
To display the records for: Legislators with a Prison in District

NOTE: The query names begin with the letters "QRY." The "QRY" is an abbreviation
for the word "Query" and means that specific information has been retrieved from the
LegislatorTable and saved to a new object, or query.
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5. USING THE LEGISLATOR DATABASE QUERIES

Microsoft Access queries are commonly used as a "Data Source" in a Microsoft
Word Mail Merge to create labels, envelopes, and letters. For example, if you
need to create a set of labels containing Capitol/Legislative Office Building
addresses for all Senators or for all Representatives, you would select
QRYSenate or QRYHouse as the "Data Source" from which the desired fields
would be inserted into your Main Document in the Microsoft Word Mail Merge
process.

Sections 7 and 8 contain step-by-step instructions to create mailing labels using
Microsoft Word or Microsoft Access.
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6.

DOWNLOADING THE LEGISLATOR DATABASE FROM THE CGA
HOME PAGE

The Legislative Information Download option is accessed from the Session
Information link on the CGA home page. This database file is updated as
changes occur. If this database is updated after you download it, you will need to
download the file again.

To download the Legislator Database:

Go to the CGA home page, select Session Information, and select
Legislator Database - MS Access 2000.

A message box displays.

What do you want to do with LegislatorDatabase.mdb?

Size: 0.99 MB
From: ftp.cga.ct.gov

< Open

The file won't be saved automatically.
< Save

2 Saveas

Select Save as. The "Save As" window displays on your screen. Save the
file to the desired location. A message box displays when the download is
complete.

The LegislatorDatabase.mdb downlead has completed. Open = Open folder View downloads

Close the message box.

The LegislatorDatabase.mdb file is now usable as a "Data Source" in a
Microsoft Word Mail Merge.
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7. CREATING MAILING LABELS IN MICROSOFT WORD USING THE
LEGISLATOR DATABASE

The following example provides step-by-step instructions to create mailing labels
in Microsoft Word with Capitol/Legislative Office Building addresses for all
Senators using QRYSenators as the Data Source.

Step 1: Create the Main Document

e Open Microsoft Word and open up a new blank document.

e Select the Mailings tab.

e Select Start Mail Merge and select Labels...

“_Home Insert Page Layout References Mailings
= 82 Z B B
= = ! L

Envelopes Labels | |Start Mail Select Edit Highlight Address

Merge = |Recipients * Recipient List | Merge Fields Block
Create & Letters
E-mail Messages :
Envelopes...
Labels...
Diractory

Mormal Word Document

AE DL D

Step by Step Mail Merge Wizard...

e Inthe Label Options dialog box, select the correct printer tray, the type of
labels (i.e., Avery standard 5261 — Address) and select OK.

ST

Printer information

() Continuous-feed printers

@ Pageprinters  Tray: E
Label information

Label vendors: | Avery US Letter E|

Find updates on Office.com

Product number: Label information

5214 Print or Write MultiUse Labels Type: Easy Peel Address Labels
5215 Print or Write Filing Labels Height:

5226 Print or Write Hanging File Tabs — e
5227 Print or Write Top View Hanging File Tab L] width:

5260 Easy Peel Address Labels Page size: 8.57 = 117
5261 Easy Peel Address Labels -

[ Details. . ] [mewLabel... ]

If the type of labels that you want to use is not listed in the Product number list,
you may want to create your own custom labels.
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Step 2: Open an Existing Data Source

e Choose Select Recipients and select Use existing list...

| —

References Mailings | Review  View  Developer Design  Layout

= R S ey
1 Match Fields | €4 Find Recipient

Edi | Highlight Address Greeting Insert Merge | review | | Finish & |
List | Merge Fields Block  Line Field .ﬁuﬂdﬂtﬂﬂ“‘s‘nmus < Aute Check for Errers | Merge

o | H A koM

Home
™
=
Envelopes Labels | Start Mail
o

Preview Results ‘ Finish ‘

Create Type Hew List... Write & Insert Fields
= ! 1 =T Fa = 5 == — % =1 TEs s 7 ] 5
@ useenst st..% CEg i : 2 . 3 . ¥ [
- @3 select from Outlook Contacts...
[ ]
I o
1 1
" o
M n u
q b
o j+3
= - B - o

e Inthe Select Data Source dialog box, navigate to the location of the downloaded
Legislator Database, select the downloaded file, LegislatorDatabase.mdb, and
select Open. (Note: You can use a Word document, a worksheet, or other list

as a Data Source.)

The Select Table dialog box displays.

Step 3: Select the Query with the Data for the Labels

Mame Description

QRYRepublicansenators

QRYSenateDemocraticMembers

QRYfSenateMembersalphabetical
QRYSenateMembersMumerical
QRYSenateMewMembers

ORYSenatefeelectedMembers
' [l

« Scroll through the list of Queries, select QRYSenate and select OK.
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Step 4: Insert Merge Fields

NOTE: The default paragraph spacing for Mail Merge labels is set to 5.56 pt.
before a paragraph. If you wish to minimize the spacing, select the Page Layout
tab, and set the Spacing Before in the Paragraph group to O pt.

o Select Insert Merge Field to display the list of fields.

(This list may vary depending upon whether you opened a Query or the
LegislatorTable.)

m—

Home  Insert  Pagelayout  References  Mailings | Review  View  Developer | Design  Layout

Rules [ 2

-I@@@’ jll i QMR

2 Match Fields ]Find Recipient =

Envelopes Labels = Start Mail  Select Highlight m:u 5 Grf ﬂ ing lerge; Preview Finish &

Merge » Recipients * Rec ., ot st | M rge Fields  Blo 1d~, | (£ Update Labels | pecyits | Auto Check fOrEMTOrS | werge

create Start i Merge wites i g brevew Results Finisn
CEg . s 5 %]

-

«NextRecord»{]
o

=

«NextRecord»9
"

nhome_phone

capitol_city

«NextRecord»4
u room T

«NextRecordsq]
o

«NextRecord»q]
L business_phone L

«Next-Recorawy—————— «NextRecord»{]
o o

«NextRecord»9 «Next-Record»9
u "

To create this label, for example...

Senator Eric Coleman
Room 2500, Legislative Office Building
Hartford, CT 06106-1591

follow these steps:

o Select <senatorrepresentative> from the list. This field is inserted on the first
label. Type a space after this field.

o Select Insert Merge Field. Select <first_name> from the list. This field is
inserted on the first label. Type a space after this field.

o Select Insert Merge Field. Select <last_name> from the list. This field is
inserted on the first label. Type a return after this field.
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Select Insert Merge Field. Select <room> from the list. This field is inserted
on the first label. Type a space after this field.

Select Insert Merge Field. Select <room_number> from the list. This field is
inserted on the first label. Type a comma and a space after this field.

Select Insert Merge Field. Select <capitol_street_address> from the list.
This field is inserted on the first label. Type a return after this field.

Select Insert Merge Field. Select <capitol_city> from the list. This field is
inserted on the first label.

Your first label is now complete.

« iven-ufi Bl » [+

senatorrepresentative»-«first_namen-«last_namenf «Next-Record»q] o]
«room»-&room_number», «capitol_street_address»1] .

«capitol_citynh]

o

«Next-Record»f] “Next-Record»f]

o il

«Next-Recordnf] B «Next-Record»q a
o o

12



Step 5: Update Labels

e To copy the format and layout of the first label to all the other labels on the

page, select Update Labels.

T | —

Review View Developer Design Layout
= - 1ty
_Ej 2P Rules E H 41 [ =)
- ==l @3 Match Fields | £4Find Recipient Sl
i Greeting Insert Merge Preview Finish &
Line Field = |#] Update Labels | pegylts l%huto Check for Errars | pjerge -
Write & Insert Fields h Preview Results | Finish |
@")_{--u---1_---|---z---|---3---|--/\g_-ﬁ--|---5---|---6---|---?---|---s-§-
« iven-«fi nei » B
senatorrepresentativen- «first_name»-«last_namenf| «Next-Recordn] =4
«room»-«room_number»,-«capitol_street_address»f| -
«capitol_city»q]
o
o
@Next-Record»1] “Next-Record»q] 1
+] +]
g
@MNext-Record»1] “Next-Record»q] 1
+] +]
I aMavi.Rarardnd B iNavk-Rarnrdnd a

The format and layout of the sample label is copied to all of the labels on the

page.

x

wsenatorrepresentative»-«first_namer-«last_namen1
wrgoome-«room_numbers «capitol_street_address»9q
ecapitol_city=9q

H

«Mext-Record»«senatorrepresentative »-«first_namex-

xlast_name=1q

wrooms-eroam_numbers «capitol_street_addressaq
wcapitol_city»1

o1

«last_namexn9

wrgoome-«room_numbers «capitol_street_address»9q
ecapitol_city=9q

H

«Mext-Record»«senatorrepresentative»-«first_name»-

«Mext-Record»«senatorrepresentative»-«first_name»-

wlast_namexn9
wroome-«room_numbers,«capitol_street_address»9q
ecapitol_city=9q

H

xlast_name=1q

wrooms-eraoam_numbers «capitol_street_address»q
ecapitol_city»1

H

«Mext-Record»wsenatorrepresentative »-«first_namex-

«Mext-Record»«senatorrepresentative »-«first_names-

xlast_name=1q

wrooms-eroam_numbers «capitol_street_address»q
ecapitol_city»1

H

wlast_name=1q
wroome-«room_numbers «capitol_street_address»9q
ecapitol_city=9q

xMext-Record»«senatorrepresentative » «first_names-

xMext-Record»«senatorrepresentative » «first_namex-

wlast_name=1q
wroome-«room_numbers,«capitol_street_address»9q
ecapitol_city=9q

ulast_namen1q
wrgome-eroom_numbers «capitol_street_address»q
scapitol_city=1
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«Mext-Record»wsenatorrepresentative »-«first_name»- 1t «Mext-Recordrusenatorrepresentative»-«first_name»-
wlast_namenq ulast_namenq

wroomez-«roam_numbers «capitol_street_address»9q wroom=-«roam_numbers «capitol_street_address»9q
wcapitol_city»9q wcapitol_city»9q

=1 =1

wMext-Record»wsenatarrepresentative »-«first_names- B «Mext-Record=xsenatorrepresentative s «first_namez-

ulast_namen1q
wrgoms-eroom_numbers «capitol_street_address»9q
scapitol_city=1




Step 6: Preview the Labels

e Select Preview Results to preview the data on the labels.

Review View Developer Design Layout
= ) |2 Rules ~ H 41 oM I[=Ei
= =Sl @3 Match Fields 23 Find Recipient ¥
Greeting Insert Merge Finish &
Line Field ~ |#] Update Labels I%Auto Check for Errors | parge ~
Write & Insert Fields l} Preview Results Finish
By -t -z 3 aFE s e 7 s E]
Senator-John-Fonfara] © Senator-Eric-Colemant o
Room-3300,-Legislative-Office-Building Room-2500,-Legislative-Office-Building
Hartford,-CT~06106-1591f Hartford,-CT~06106-15911]
[+ o
Senator-Gary-LeBeauY] £ Senator-Steve-Cassanof| =4
Room-C-417,State- Capitol | Room-2100,-Legislative-Office-Building
Hartford,-CT~06106-15911 Hartford,-CT-06106-159119]
H o
Senator-Beth-Bye)] B Senator-Terry-Gerratana¥l o]
Room-3100,-Legislative-Office-Building Room-3300,-Legislative-Office-Building
Hartford,-CT-06106-15911] Hartford,-CT-06106-15914]
[+ o
Senator-John-Kissel1] E Senator-Kevin-Witkos1 =]
Room-2503,-Legislative-Office-Building ] Room-3400,-Legislative-Office-Building
Hartford,-CT~06106-15911 Hartford,-CT-06106-159119]
H o
Senator-Paul-Doyley| E Senator-Toni-Harp9l o
Room-3500,-Legislative-Office-Building Room-2700,-Legislative-Office-Building
Hartford,-CT-06106-15911] Hartford,-CT-06106-15914]

To sort the labels in a different order, select Edit Recipient list. Select the

Sort... option in the Mail Merge Recipeints dialog box and choose the
desired option. Select OK when done.

Mail Merge _@Iﬂ
This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the

chedkboxes to add or remove redpients from the merge. When your list is ready, didk OK.
|7 last name

Data Source | first name - | title

| Deputy Majority Leader | hittp:/www.senat
Deputy President Pre T...  http://www.senat
Deputy President Pro T... http://www.senat:

LegislatorDatabas...
LegislatorDatabas... Coleman Eric
LegislatorDatabas... LeBeau Gary
Cassano Steve
Bye Beth

Gerratana

LegislatorDatabas... http:/fwww.senat

LegislatorDatabas... http:/fwww.senat

LegislatorDatabas... Terry http:/fwww.senat
Chief Deputy Minority ... John.A.Kissel@cg:

Deputy Minority Leader  Kevin.Witkos@cg: _

Kissel Jehn
Withkos

LegislatorDatabas...

I«

LegislatorDatabas... Kevin

4 LIS 4

Data Source
LegislatorDatabase.mdb

Refine redpient list

‘%l Sork-

¥ Filter...
@ Find duplicates...
421 Find redpient. ..
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The labels are updated to display the changes.
e Select Preview Results to turn off the preview.

To check the Data Source for errors before you merge, select Auto Check
for Errors, choose an option, and then select OK.

Step 7: Merge the Data into the Main Document

o Select Finish & Merge button on the Mailings tab.

Dy

&
Finish &t
Merge
-.:_1 Edit Individual Documents..,

£ L35 Print Documents... l

23 Send E-mail Messages... L

Select one of the following options:

o Select Edit Individual Documents... to create the merged labels in a
new document, so you can review, edit, and print them later. This is
the recommended option.

Merge to New Document .&Iﬂ

Merge records

o

15



Select All to create or print labels for all Senators and select OK.

When the merge is completed, the labels are created in a new document or

sent to the printer.

Senator-John-Fonfarayl

Room-3500,- Legislative Office-Building
Hartford,-CT-06106-15511

=

B Senator-EricColemant

Room-2500,- Legislative-Office-Building"l
Hartford,-CT-06106-15511

=

Senator-GaryLeBeau
Room£-417,-State-Capitolf
Hartford,-CT-06106-15911
i

B Senator-SteveLassancf
Room-2100,-Legislative Office-Building¥]
Hartford,-CT-06106-15911

o

Senator-Beth-Byevl

Room-3100,- Legislative Office-Building]
Hartford,-CT-06106-155119

=4

B Senator-Terry-Gerratana’

Room-3300,- Legislative Office-Building¥l
Hartford,-CT-06106-15511

=4

Senator-John-Kisselq

Room-2503,- Legislative Office Building"]
Hartford,-CT-06106-15911

o

B SenatorKevin-WitkosTl

Room-3400,- Legislative Office-Building¥]
Hartford,-CT-06106-15011

I+

Senator-Paul-Doylel

Room-3500,- Legislative-Office-Building
Hartford,-CT-06106-1551Y

"

B Senator-Toni-Harp¥

Room-2700,- Legislative-Office-Building"l
Hartford,-CT-06106-15511

"

Senator-Martin-Looney¥

Room-3300,- Legislative Office Building ]
Hartford,-CT-06106-155119

o

o Senator-Edward-Meyer]

Room-3200,- Legislative Office-Building¥]
Hartford,-CT-06106-15911

o

Senator-Len-5uzicq

Room-2104,- Legislative Office-Building"]
Hartford,-CT-06106-155119

=4

B Senator-GayleSlossberg

Room-2200,- Legislative Office-Building¥]
Hartford,-CT-06106-15511

=4

Senator-Joan-Hartley’

Room-1B00,- Legislative Office Building"]
Hartford,-CT-06106-15911

o

B Senator-Jos-Markley

Room-3400,- Legislative Office-Building¥]
Hartford,-CT-06106-15011

o

Senator-Joseph-Crisco¥l

Room-2800,- Legislative-Office-Building
Hartford,-CT-06106-1551Y

"

B Senator-Andrew-Maynardy
Room-2300,- Legislative-Office-Building"l
Hartford,-CT-06106-15511

"

Senator-Edith-Prague]

Room-3800,- Legislative Office Building ]
Hartford,-CT-06106-1551Y

o

B Senator-Andrea-Stillmant
Room-3100,- Legislative Office-Building¥]
Hartford,-CT-06106-15911

o

Section Break (Mext Page)

You are now ready to print the labels. Load the proper label sheets into the printer
tray. Select the File tab, select Print, selected the desired printer and options and

select Print.
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NOTE: MERGE NOT AS EXPECTED? Before printing, scroll through the newly
merged document to be sure everything appears correctly and as expected. If the
merge is not correct, close the merged document by selecting the X in the upper
right corner of the window. You will be asked if you want to save the changes.
Select No. You will now be back to the "Mail Merge" environment and will be able to
make changes and merge the documents again.
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8. CREATING MAILING LABELS IN MICROSOFT ACCESS USING THE
LEGISLATOR DATABASE

The following example provides step-by-step instructions to create mailing labels
in Microsoft Access with Capitol/Legislative Office Building addresses for all
Senators using QRYSenate as the Data Source.

e Open the LegislatorDatabase.mdb file.
o Select QRYSenate under Queries in the Navigation pane.

e On the Create tab in the Reports group, select Labels.

E“ Oy B e M@kmomlﬂse: Database (Access 2000 file formalr—'l}ﬁcmsnﬁ Accm

Home Create External Data Database Tools

) B8 D RE BSOS BA

dizard

bl B ) % Module
£ 2l Labels

'—F [ Class Module

==

= e R S e e R M
Templates Tables Queries Forms Reports Macros & Code
All Access Objects >« Labels
[ QRWReelectedMembers = Show the Label Wizard to create
=j:| ORYReelectHouse standard or custom labels.
=j:| QRYReelectSenate e Press F1 for more help.
‘j:‘ QRYRegReview
=j:| QRYRepresentatives
‘E QRYRepublicanRepresent...

epublican3en

“H QRYSenate :

QRYSenateMembersAlpha...

L]

QRYSenateMembersNume...
QRYSenateMewMembers
QRYSenateReelectedMem...
QRYSenateRepublicanhe...
QRYTransportation

QRYVeteransAffairs

QRYViceChairs

e The Label Wizard displays.

This wizard creates standard labels or custom labels.
What label size would you like?

Product number: Dimensions: Number across:

51995 23" % 5 13(16" 1
5250 1" 2 5/8" 3

5262 113" x 4" 2
5263 Txq 2

Unit of Measure Label Type
(@) English (7) Metric (@) Sheetfeed () Continuous

Filter by manufacturer: Avery

|
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Select Avery from the drop-down list for the Filter by manufacturer field.
Select English for the Unit of Measure, and scroll through the Product

number list and select 5261.

Select Next> to continue.

Sample

What font and color would you like your text to be?

Text appearance
Font name: Font size:
S

Font weight: Text color:

£

[ talic [I} Underline

Make text appearance changes if desired and select Next> to continue.

On the What would you like on your mailing label section of the wizard,

select the fields you would like on the labels from the Available fields list and

select the right arrow or double-click them. The fields are added to the
Prototype label. Note: Be sure to add spaces and returns between the

fields where necessary.

Available fields:

home phone
capitol street address
capitol city

room
ronm mmher

What would you like an your mailing label?

Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every label right onto the prototype.

Prototype label:

{zenatorfrepresentative} {first name} {Jast name}
{room} {room number}, {capitol street address}

{capitol city}|

Select Next> to continue.

Cancel

| [ <Back | mext> | [ Finish
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Label Wizard

‘fou can sort your labels by ane or more fields in your database. You might
want to sort by more than one field (such as last name, then first name), or by
just ane field (such as postal code).

Which fields would you like to sort by?

Available fields:

Ul

(= Re Rl Rofo e RoleReRoleRofe e Re g

|

0000000000000 000

dist ; gl last name
office code :
district number
designator code
first name
middle initial

home street address

[ Cancel ] [ < Back ][ Mext = ] [ Einish ]

o To select one or more fields for sorting the labels, select the fields from the
Available fields list and select the right arrow or double-click them . The
fields are moved to the Sort by: column.

o Select Next> to continue.

,

YWhat name would you like for your report?

Labels QRYSenate

That's all the information the wizard needs to create your labels!

What do you want to do?

@) See the labels as they will look printed.
Modify the label design.

« Change the name of the label report if desired, or just select Finish.
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Note: The following message may display depending upon the measurements of
some labels. It occurs when the labels come very close to the left and right
edges of the label sheet. This can cause the wizard to display this message
when you preview or print your labels.

If you are satified with the alignment of the text on the labels and you are not

getting a blank page every other page, you can select OK when this message
appears.

e . =

Some data may not be displayed.

There iz not enough horizontal space on the page for the number of columns and column spadng you spedfied.

Click Page Setup on the File menu, dick the Columns tab, and then reduce the number of columns or the size of the columns.

Show Help ==

oK ] [ Cancel

Was this information helpful?

The completed label report displays in a separate window.

{6l Labels QRYSenate = = =

Senator Steve Cassano

Senator Joseph Crisco

Senator P aul Doyle

Senator Leonard Fasane

Senator L. Scott Frantz.

Senator Antonietta “Ton™ Boucher
Room 3701, Legislative Office Building
Hartford, CT 06106-1581

Room 2100, Legisiative Offce Buiing
Hartford, CT 06106-1591

Room 2800, Legisiative Offce Buiing
Hartford, CT 061061591

Room 3500, Legisiative Offce Buiding
Hartford, CT 061061591

Room 3403, Legisiative Offce Buiding
Hartford, CT 06106-1591

Senator Beth Bye
Room 3100, Legisiative O fice Building
Hartford, CT 06106-1581

Senator Eric Coleman
Room 2500, Legislative O fice Building
Hartford, CT 06106-1581

Senator Eileen Daily
Room 3700, Legislative O fice Buiding
Hartford, CT 08106-1581

Senator Bob Duff
Room 2400, Legislative O fice Building
Hartford, CT 081061581

Senator John Fonfara
Room 3900, Legislative O fice Building
Hartford, CT 06106-1581

Senator Terry Gematana

Room 3400, Legisiative Offce Buiing Room 3300, Legislative O fice Building
Hartford, CT 06106-1591 Hartford, CT 06106-1581

Page: 1 oM & o Filter | ¥ [ (i S

e You are now ready to print the labels. Load the proper label sheets into the printer
tray. Select the File tab, select Print, selected the desired printer and options and
select Print.

*k%k

NOTE: LABELS NOT AS EXPECTED? If the resulting label report doesn't look the
way you want, you can delete the report and run the Label Wizard again.
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A—E, LEGISLATOR DATABASE

9. USING THE EXISTING LABEL REPORTS
For your convenience, the following label reports have been created and saved

under Reports in the Legislator Database. These reports are formatted to print
on Avery 5261 labels.

= LabelsAllLegAlphaHome

Labels for all Legislators with the Home Address sorted alphabetically by
Last Name

= LabelsAllLegAlphalLOB

Labels for all Legislators with the Capitol/Legislative Office Building Address
sorted alphabetically by Last Name

To access these labels, open the Legislator Database.mdb file. In the Database
window, select the Reports object in the Navigation Pane.

Views Clipboard £l Records Find Window Text Formattil

All Access Objects )|«
Tables 2
= LegisiatorTable

Reports

LabelsAllLegAlphaHome

LabelsAllLegAlphal OB

MHumerical Roll of the House

Numerical Roll of the House ...

Numerical Roll of the Senate

Mumerical Roll of the Senate ...
QRYSenate

Macros
2 MakeCsv

To view the labels, right-click the desired label report and select Print Preview
from the shortcut menu. To close the preview, select the Close Print Preview
button.

To print the labels, load the proper label sheets into the printer tray. Right-click
the desired label report and select Print from the shortcut menu.
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LEGISLATOR DATABASE

10. NEW QUERIES

A Microsoft Access Query searches for specific information from the
LegislatorTable and creates a new query based on the search criteria. For
example, if you want to create a form letter to all Female Senators, and there is
not an existing query that retrieves this information, you will need to create your
own query to retrieve this specific information.

Step-by-step instructions for performing a new query follow in Section 11.
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LEGISLATOR DATABASE

11. CREATING A NEW QUERY

To search and retrieve a listing of all Female Senators with their addresses, you
will need to create a new Microsoft Access Query.

« Open Microsoft Access. Open the LegislatorDatabase.mdb file.
e Select the Create tab, and select Query Design in the Queries group.

« Inthe Show Table dialog box, select the LegislatorTable, and select Add.
Select Close to close the dialog box.

Show Table
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A field list from the LegislatorTable displays in the upper portion of the query
screen.

LegislatorTable
&
dist
office code
district number
designator cod:
first name
middle initial |

1§ »

Your screen displays as follows. This is referred to as the "Design View."

) Quenl

LegislatorTable

| >

dist
office code
district number

i »

The process of creating a query begins with selecting the fields that contain the
data that you want to query. These fields must be selected into the QBE (Query
by Example) grid at the bottom of the screen.

To select fields for the query, scroll through the field list in the upper part of the
screen to locate the desired field. Double-click the desired field name. The field
name will display in the first column of the field row in the Query grid. Repeat
this process until all desired fields appear in the Query grid. Note: You can also
drag fields from the table to an empty column in the grid.

LegislatorTable
&
dist
office code
district number
designator cod
first name
middle initial |™

1§ »
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For example, in order to create a query to retrieve all Female Senators sorted
alphabetically by their last name with the home address, the following fields
would be required:

senator/representative
first name

last name

home street address
home city

home state

home zip code

gender

After selecting all of these fields for the query, the screen will appear similar
to the following.

7 Quenyl = =3 0=

LegislatorTable

[TNN3

dist

office code
district number
designator code
first name
middle initial
last name

Liffi

[T

Field: | senator/representativ first name last name home street address | home city home state home zip code gender
Table: |LegisiatorTable LegislatorTable LegisiatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable
Sort:
Show: | a
Criteria:
or:

Sort Alphabetically by Last Name

e To sort the Legislators alphabetically by "last name," position the cursor in the
Sort row under the "last name" field. You will see a drop-down arrow display.
Select the drop-down arrow and select Ascending.

Field: | last name
Table: |LegislatorTable
Sort: ||
Show:
Criteria:
or:

Descending
[not sorted)
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Select Female Senators

e To select only Senators, position the cursor in the Criteria row under the
"senator/representative” field. Type Senator.

Field:
Table:
Sort:
Show:
Criteria:
or

senator/representative
LegislatorTable

“Senator’

e To select only Females, position the cursor in the Criteria row under the

"gender" field. Type Female.

Field: | gender
Table: | LegislatorTable
Sort:

Show

Criteria: | “Female’

ar

After specifying all of the criteria, your screen displays as follows.

3 Quenl =
a
LegislatorTable
= a
dist o
office code
district number
designator cade
first name
middle initial
last name
-
L E
4 L
Field: | senator/representative first name last name home street address | home city home state home zip code gender
Table: | LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable
Sort: Ascending
e
Criteria: | “Senator” “Female”
o
LRI
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=]
zoi

Run the Query

=l
c
zo-ﬂ

Select Run

on the Design tab in the Results group to run the query.

The resulting query displays all Female Senators sorted alphabetically
by Last Name.

The query displays in a datasheet view.

) Quenyl

o B R
senator/representative - firstname - last name - | home street address - home city - | home state -~ home zip code - gender =
Antonietta "Toni" Boucher 5 Wicks End Lane Wilton CT 06897 Female
Senator Beth Bye 99 Outlook Avenue ‘West Hartford CT 06119 Female
Senator Eileen Daily 103 Cold Spring Drive ~ Westbrook CT 06498 Female
Senator Terry Gerratana 674 Lincoln Street New Britain CT 06052 Female
Senator Toni Harp Legislative Office Building Hartford CT 06106-1591 Female
Senator Joan Hartley 206 Columbia Blvd. ‘Waterbury CT 06710 Female
Senator Edith Prague 138 Route 87 Columbia CT 06237 Female
Senator Gayle Slossberg 14 Honeysuckle Lane Milford CT 06460 Female
Senator Andrea Stillman 5 Coolidge Court Waterford CT 06385 Female
*

Record: 4 10f9

PoMK

Search

NOTE: When you are working in the "Design View," you will see the row entitled
"Show." The row contains a box with a checkmark for each field. If a box contains a
checkmark, the information in that field will display in the resulting query. If you do
not want the information in that field to display in the resulting query, select the check
box to remove the checkmark. No checkmark indicates that the information in that
row will be hidden in the resulting query.

Field:
Table:
Sort:
Show:
Criteria:
on

home street address

LegislatorTable

home city

LegislatorTable

home state
LegislatorTable

home zip code gender
LegislatorTable LegislatorTable

)
“Female
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Modify the Query

« If you wish to take this query a step further and modify it to retrieve only the
Female Democrat Senators, switch back to Design View while you are still
in the resulting query. Select View on the Home tab and select Design
View.

ile Home = Create  ExernalData  Database Tools
== ¥ cut 4] Ascending 7 Selection =n = New X Totals 2 Replace [
,_ g)
% ’j 3 copy ]F zl ending V] Ad: “M =Bsave 57 Spelling Ea = GoTo
View | Paste Filter Refresh Find Size t it
Format Painte % »Remove Sort 7 Togole Filter | ay- 2 Delete = B More ~ I3 select~ | Fit Form Windows
5 Sort & Filter Records Find
E Datasheet View
v«
]3 PivotTable View =
ﬂ PivotChart View 5 [ Queoyt = 8=
° sematorrepresentative - fastname - lastmame - home street address - ‘home city - | home state | home zip code -

SQL 501 view b Senator Antonictta "Toni" Boucher 5 Wicks End Lane Wikton cT 06897
Senator Beth Bye 99 Outlook Avenue ‘West Hartford CT 06119

% Design View Senator Eileen Daily 103 Cold Spring Drive ~ Westbrook CT 06498

k Senator Terry Gerratana 674 Lincoln Street New Britain CT 06052
Senator Toni Harp Legislative Office Building Hartford CT 06106-1591
Senator Joan Hartley 206 Cohimbia Bivd. Waterbury CT 06710
Senator Edith Prague 138 Route 87 Columbia CT 06237
Senator Gayle Slossberg 14 Honeysuckle Lane Mifford CT 06460
Senator Andrea Stillman 5 Coolidge Court Waterford CT 06385
*

e You will need to add the field "party" to the Query grid. Select party from the
field list to add it to the Query Grid.

i By

LegislatorTable

committees vice chai &
ranking member
committee memberl
senator/representati
party

title I
gender o
business phone

email ¥

« Position the cursor in the Criteria row under the "party” field. Type Democrat.

Field: | party
Table: | LegislatorTable
Sort:

shaow
Criteria: | Dem ::ucratl
orn

29



Your screen displays as follows.

7 Quenyl = =

LegislatorTable
committees vice chai &
ranking member
committee memberl

senator/representati
party

title

gender

business phone
£mail

mir

Al
Field: | senator/representative  first name last name home street address | home city home state home zip code gender party
Table: | LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable LegislatorTable
Sort: Ascending
show: ]
Criteria: | “Senator Female” Democrat|

or

LRI

c owm

SelectRun ' on the Design tab in the Results group to run the query.
The resulting query displays all Female Democrat Senators sorted
alphabetically by Last Name.

=3 Quenyl o B =
senator/representative - firstname - last name v | home street address - home city - | home state ~ | home zip code ~ party

Beth Bye 99 Outlock Aveme West Hartford cT 06119 Democrat
Senator Eileen Daily 103 Cold Spring Drive ~ Westbrook CT 06498 Democrat
Senator Terry Gerratana 674 Lincoln Street New Britain CT 06052 Democrat
Senator Toni Harp Legislative Office Building Hartford &y 06106-1591 Democrat
Senator Joan Hartley 206 Columbia Blvd. Waterbury CT 06710 Democrat
Senator Edith Prague 138 Route 87 Colmbia CT 06237 Democrat
Senator Gayle Slossberg 14 Honeysuckle Lane Milford CT 06460 Democrat
Senator Andrea Stillman 3 Coolidge Court ‘Waterford CT 06385 Democrat

*

Record: 4 < [1of8 b M b [ G liofiter [[Search

To print the results of the query, select the File tab, select Print, selected the
desired printer and options and select Print.

To save the query within the current database, press CTRL+S to save the
query. In the Save As dialog box, type the name of the query (i.e.,
QRYFemaleDemocratSenators) and select OK.

The query can now be used as a "Data Source" in a Microsoft Word Mail Merge.
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